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Grant Application Instructions

The Springfield Foundation Grant Application is available online at www.springfieldfoundation.org as a Microsoft Word document.  This form can be saved to your computer and completed, then submitted to the Springfield Foundation as an email attachment.  If you require a printed copy of the Application, please contact the Springfield Foundation at (937) 324-8773.

Deadlines:  The Grant Application is to be submitted to the Springfield Foundation no later than 4:30 p.m. August 15, 2011 for consideration for funding in 2012.  

Delivery:  The preferred delivery method is by email to grants@springfieldfoundation.org.  If email is unavailable to your organization, the application may be mailed to Joan Elder, Program Officer, Springfield Foundation, 4 West Main Street, Suite 825, Springfield, OH  45502.  All applications must reach the Foundation by the stated deadline.

Strategies for Grantseekers:

1. Do your research to determine whether the foundations’ goals and objectives for grantmaking are consistent with your grant request.  Most of this information is available on the Foundation’s website (www.springfieldfoundation.org), and by reading the Foundation’s Grant Guidelines.

2. If yours is a new project, or your organization has not applied for Springfield Foundation funding in the past three years, contact the Program Officer to discuss your program prior to completing the Grant Application.  
3. Your responses are to be typed, single-spaced, single-sided and use a 12-point type.

4. Answer all the questions in each section, UNLESS otherwise indicated by Springfield Foundation staff.

5. If a question is not applicable to your grant request, mark the field “N/A”.  Do not leave any fields blank.

6. Submit your application electronically as instructed above.  If you cannot submit electronically, send only the original copy of your Grant Application to the Springfield Foundation.

7. Do not include any materials other than those specifically requested at this time.

8. If completing an online application, you are strongly encouraged to save the Microsoft Word version of the grant application on your computer.   Then proceed to enter the requested information into the application.  Be sure to save your work.
9. You will have limited ability to change the formatting of your narrative answers.  Please keep answers brief, and be specific when providing information.
Instructions for completing the Application:

Section One (General Information):  Provide organizational information as requested in the table.  
1. Fill in the date the application was completed.

2. Provide Organizational Information:

a. Indicate the full legal name of the organization.  If your organization is doing business in a different name, or has changed its name, list these.

b. Indicate the date your organization received its non-profit status from the Internal Revenue Service.

c. Provide your Tax Exempt ID number (also known as the EIN), and the name of your Executive Director.

d. If your organization has an agreement with a Fiscal Sponsor, attach a letter from the Sponsor acknowledging the relationship.
e. If your organization is a 509 (a)(3) Supporting Organization, indicate whether you are Type I, Type II or Type III.

3. The contact person identified on your application will be the Foundation’s contact for this proposal.  This person should be the most knowledgeable person about the grant request and will receive all information about grant awards or declines.

4. Provide organizational financial information as requested:  
a. Indicate the organization’s entire expense budget for the current year, and state your fiscal year end date.  

b. If your organization has an endowment, fill in the amount.  

c. List your organization’s major regular funding sources, and the approximate percent you receive from each.
5. The Springfield Foundation offers grants in the following areas:  Operating, Program, Project or Capital improvements.  If your proposal is for a different reason, you must receive prior approval from the Foundation Program Officer, and state the specific purpose in the “Other” category.

6. Provide the requested data to support your proposal.
a. The name of the Program or Project.  If this is a request for Operating funds, state “Operating”.

b. Indicate your projected budget for the Program or Project in 2012.  If this is an Operating request, indicate your organization’s projected budget for 2012.
7. Fill in the names of your Executive Director and Board President.

If any of this information should change before Grant Awards are announced, contact the Springfield Foundation to update your application.

Section Two – Organizational Background

Provide information about your organization, as requested:

1. Your organization’s mission statement.

2. A description or list of your organization’s main programs, projects or activities.

3. An explanation of ways in which your organization’s activities support the mission.

4. Explain how often your Board of Directors meets for official business, and describe the expectations of your Board Members.  This could include, but is not limited to:  developing policy, supervision of paid staff, provide volunteer assistance to the organization, determine the organization’s strategic direction.

Section Three – Statement of Need

Describe why your proposed program, project or organization is needed for the Clark County community.
1. Describe the problem you will address, or the benefit you will provide.
2. Explain why you think this proposed solution will be effective:  Is there research to back it up?  Has it been used in other communities?  Does your organization have a history of success in your field?
Section Four – Description & Methodology

Be sure you understand the Springfield Foundation’s grant-making priorities and restrictions before you complete this section.
1. Completely describe the program, project or operations this grant would fund, including a timeline for the grant and ways in which the supported activity will address the needs you described in Section Three.

2. State the specific activities, supplies or operations this funding would support.
Your responses to Sections Two, Three and Four are not to exceed a total of four (4) pages.  

Section Five – Evaluation and Results

Complete the table with your anticipated evaluation results for the activity being funded.  Do not list any more than three (3) outcomes for your project, program or organization.  You will be expected to report progress toward these outcomes in Interim and Final Reports.
1. In column 1, briefly describe the anticipated outcome(s) of the funded activity.  Outcomes could be the result of a program, project, capital campaign or operational activity.
2. In column 2, list the activities that will help you reach your outcome.  Refer to the examples given in the following charts.

3. Column 3 should indicate your goals for the various activities.  These goals should support the outcomes listed in Column 1.
Example (Program or Project):

	Projected Outcomes

The ultimate results of the program, project or organization.
	Activities

How will you achieve your projected outcomes?
	Results (Goal)
Using numbers, percentages or yes/no, indicate the level of success you hope to gain.

	Elementary school students will receive tutoring.

	Tutors will work with students in one-on-one sessions as requested by their teachers.
	20 tutor – student matches.

	Students who receive tutoring will have improved reading skills.

	Students will be evaluated by the teacher and through standardized testing.

	At least 10 students will show significant progress within 4 months.


	Students will be rewarded for their success
	Students who make progress will receive rewards.
	At least 10 students will receive a special treat.


Example (Operating):

	Projected Outcomes

The ultimate results of the program, project or organization.
	Activities

How will you achieve your projected outcomes?
	Results (Goal)
Using numbers, percentages or yes/no, indicate the level of success you hope to gain.

	We will sustain our programming


	Donor cultivation events

Develop a legacy giving program..
	Increase the number of private donors by 10%..

	The organization will update its strategic plan.

	Hold a Board Retreat
Align all programs with the strategic plan.

Maintain communication through Management and Staff meetings.


	Agency will be structured and guided by Board-approved goals.

Staff will be informed of agency goals and progress toward outcomes.



Section Six – Program/Project Funding Plans
1. List other funders who will be or have been approached for support of this current proposal.  In your list, indicate whether each request is “to be submitted”, “pending”, “funded” or “declined”.

2. Your application requires a Budget submission (see Section Seven).  Please use the space in Question 2 to provide narrative explanations of your budget.  Be sure to explain “Other” or “Miscellaneous” expenses if they are more than 20% of your total budget.
3. The Springfield Foundation provides funding in 1-year increments.  If your program is expected to last for more than 1 year, what are your plans for on-going financial support of the program?
Section Seven – Required Financial Attachments

1. If this proposal is for a Program or Project, please submit a budget for the entire program or project.  
a. If your organization has a budget format in place, you may submit the project budget in your current format.  
b. If you prefer, you may use the Springfield Foundation budget format, which is available at www.springfieldfoundation.org, or in hard copy by request.
c. If you would like to provide any additional budget information, please include in Section Section 6, Item #2.
2. If this proposal is for Operational Support, please submit your Revenue and Expense report for the most recently completed fiscal year.  Please use your organization’s current budget format.  

3. You will be contacted for other financial information, if it is necessary. 
Section Eight – Required Non-Financial Attachments

1. All applicants must attach a list of the names, professional titles, and addresses of your Board members.  Also indicate offices held by Board Members (i.e., President, Secretary, Treasurer, etc.)
2. If you have an agreement with a Fiscal Sponsor, attach a letter from the sponsor describing the arrangement.

3. Do not submit your IRS letter of determination 501(c)(3) at this time.  You will be contacted if it is needed.

Questions?  
Contact:  Joan Elder, Program Officer, The Springfield Foundation, 4 West Main Street, Suite 825, 937/324-8773, joan@springfieldfoundation.org. 
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Affiliate Organization – A charitable entity that undertakes community foundation functions in a specified geographic or interest area under the governance of, or pursuant to a formal arrangement with a non-profit partner serving a larger or separate territory.
Capital Request – A planned undertaking to purchase, build or renovate a space or building, or to acquire equipment.

Corporate Grants – Financial support given to nonprofit organizations through varied types of charitable efforts of for-profit entities.
Endowment Funds – A permanent fund whose income is to be used for a specific, charitable purpose.
Federated Campaigns – Funds contributed from a variety of sources and dispersed broadly throughout the community.  The best known federated campaign is the United Way.
Fiscal Sponsor – A Fiscal Sponsor is a nonprofit, tax-exempt organization that acts as a sponsor for a project or group that does not have its own tax-exempt status.

Foundation Grants – Financial support given by a public or private charitable organization to further charitable efforts.
Government Grants – Financial support given by a unit of government to charitable organizations.  
In-Kind Support – A contribution of equipment/materials, time, and or services that the donor has placed a monetary value on for tax purposes.

Methodology – A sequence of activities needed to accomplish the program objectives.

Operational Support – A grant given to cover an organization’s day-to-day expenses such as salaries, utilities, office supplies, etc.

Outcomes – The changes in (or benefits achieved by) individuals or communities due to the existence of programs, projects or activities.  This may include changes to participants’ knowledge, skills, values, behavior, or condition of status.  In general, outcomes are described in quantitative or qualitative terms. 

Quantitative (or Measurable) outcomes are changes or benefits that can be measured or counted and expressed with a numerical value. For example, 30 of the 40 third-grade students participating in the literacy program will increase their reading level by one grade level.

Qualitative outcomes are changes or benefits that refer only to the characteristics of something being described, rather than exact numerical measurement.  Qualitative changes can be observed (or detected through the senses) and are generally described in a narrative form.  For example, the mother of a student participating in the literacy program stated that her daughter no longer feared reading aloud in class now that she could read at the same level as her classmates.

Program – An organized set of services designed to achieve specific outcomes for a specified population that will continue beyond the grant period.

Project – A planned undertaking or organized set of services designed to achieve specific outcomes that begins and ends within a specified time period. (A successful project may become an ongoing program.) 

Sponsorship – A cash or in-kind payment to an organization in return for a marketing benefit (i.e., signage, television, radio, print or online advertising, etc.) or an entertainment opportunity.
Supporting Organization – Charities that carry out their exempt purposes by supporting other exempt organizations, usually other public charities.  The key feature of a supporting organization is a strong relationship with an organization it supports.  Examples of supporting organizations are University endowment funds and organizations that provide essential services for hospital systems.  Supporting Organizations have a 509(a)(3) status and are classified as Type I, Type II or Type III.  For more information about supporting organizations, visit www.irs.gov.


section one – GENERAL INFORMATION

	Funder to which this application is directed 
	Springfield Foundation

	Date of Application
	     

	organization information

	Applicant Organization (Full Legal Name)
	     

	Doing Business As
	     

	Previous Name, if changed
	     

	IRS letter date
	     

	Tax Exempt ID # (EIN) 
	     

	Name of Executive Director
	     

	Name of Fiscal Sponsor (if applicable)
	     

	If you are a Supporting Organization, which type?
	     

	contact information

	Proposal Contact Name
	     

	Title
	     

	Phone
	     

	Fax
	     

	E-mail
	     

	Street Address
	     

	City
	     

	State
	     

	Zip Code
	     

	Organization Website
	     

	Mailing Address (if different than street address)
	     

	City
	     

	State
	     

	Zip Code
	     


	organization financial information

	Organization’s Budgeted Expenses for Current Year  (give fiscal year end mm/dd/yy)
	$     

	Endowment Size (market value as of fiscal year mm/dd/yy)
	$     

	Organization’s Major Funding Sources by percentage (e.g., United Way, local community foundation, county board of health, etc.) 
	     


	type of request (check all that apply)

	        FORMCHECKBOX 
 Operating             FORMCHECKBOX 
 Program             FORMCHECKBOX 
 Project               FORMCHECKBOX 
 Capital   

        FORMCHECKBOX 
Other – specify:      


	request data

	Program/Project Title
	     

	Total Budget for this Program/Project or
Projected Operating Budget for 2011
	$     

	Amount of this request
	$     

	Grant Duration (e.g., one-year, two-year, etc.)
	     

	Anticipated Project Start Date
	     

	Community/Counties served by this 

Program/Project
	     

	Total Number of people to be served during grant period
	     

	Brief demographic description of population served by this Program/Project
	     

	Leadership


	Name of Executive Director
	     

	Name of Board President
	     


The following narratives, which include Sections Two through Four , are not to exceed four pages in total.  Responses should be typed, single-spaced, single-sided and use a 12-point type. 

section two – organizational background
1) Statement of your organization’s mission:
     
2) Brief description of current programs/projects and activities:
     
3) How do your programs and activities support your mission?
     
4) How often does your Board of Directors meet?  What are the expectations of Board Members?
     

section three – statement of need
1) What is the problem, challenge or need that is unaddressed or unmet? Or what is the community benefit that this program or project will impart?
     
2) What is the research, statistic(s) or evidence that shows this need or benefit exists?
     
section four –description & methodology

IMPORTANT: Review the program guidelines and restrictions before responding to this section.  
1) Description of funding request, including:
a) Summary description of overall program/project/operational expense to be funded under this grant:
     
b) Timetable for implementation and duration of program/project:
     
c) How does this program address the need described in Section 3?
     
2) What specific part of your organization or program will be funded by this grant?
     


section five – Outcomes and Evaluation

Complete the following chart:
	Projected Outcomes
The ultimate results of the program, project or organization.
	Activities

How will you achieve your projected outcomes?
	Results (Goal)
Using numbers, percentages or yes/no, indicate the level of success you hope to gain.

	     

	     
	     

	     

	     

	     


	     
	     
	     



section six – program/project funding plans

1) List of other funders to whom this current proposal has been and will be submitted.  For each funder, indicate amount requested and status of request (e.g. “to be submitted,” “pending,” “funded,” or “declined”).  If funded, specify amount of grant and date received.
     
2) Other narrative explanation for the attached budget: 

     
3) If this will be an ongoing program/project, describe plans and specific sources for future/long-term funding.
     

section seven – financial attachments

Program or Project requests must submit the following:

1) Program Request Budget* for this entire project.  Explanations for budget items may be entered in Section Six, Item Two (above).
*Form available from Springfield Foundation.
Operating requests must submit the following:

2) Statement of Revenue/Support and Expense for your organization’s most recently completed fiscal/calendar year.
You may be asked to provide additional financial information, such as your most recently completed Form 990, your total Organizational Budget for the current year, or your most recent financial audit.


section eight – required non-financial attachments

All applicants must submit the following:

1) Names, professional affiliations, addresses and offices held by Board members.

If you have an agreement with a fiscal sponsor:

2) Letter from fiscal sponsor, describing the organizational relationship.
You may be asked to provide additional information, such as an IRS letter or other documentation of tax-exempt status.
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